BUFFALO COUNTY SHERIFF®S DEPARTMENT JOB DESCRIPTION

JOB

JANUARY 2012

TITLE: COMMUNICATIONS OFFICER

CHARACTERISTICS OF THE JOB

1.

JOB

UNDER GENERAL SUPERVISION, A COMMUNICATIONS OFFICER 1S
RESPONSIBLE FOR OPERATION OF A MULTIPLE FREQUENCY
EMERGENCY RADIO SYSTEM, RECEIVES REQUESTS FOR EMERGENCY
SERVICE RESPONSE VIA THE ENHANCED 911 PHONE SYSTEM,
DISPATCHES EMERGENCY EQUIPMENT AND PERSONNEL FROM LAW
ENFORCEMENT, FIRE AND EMERGENCY MEDICAL AGENCIES WITHIN
BUFFALO COUNTY, OPERATES A TELETYPE SYSTEM TERMINAL
WITH THE NEBRASKA, AND NATIONAL LAW ENFORCEMENT
TELETYPE NETWORKS. MAINTAINS ACCURATE RECORDS OF
COMMUNICATIONS ACTIVITIES AS REQUIRED, AND CONDUCTS
EQUIPMENT TEST AS REQUIRED. USES ON A DAILEY BASIS A
COMPUTER TO RECORD AND LOG INFORMATION.

ESSENTIAL FUNCTIONS
ABILITY TO TYPE AT 30 WORDS PER MINUTE.

THE ABILITY TO LEARN AND RETAIN CONSIDERABLE KNOWLEDGE
OF STREET/HIGHWAY NAMES AND/OR NUMBERS AND RURAL
LANDMARKS AND OTHER PROMINENT LOCATIONS WITHIN THE
COUNTY AND RURAL AREAS AS REFERENCE POINTS IN GIVING
DIRECTIONS.

THE ABILITY TO THINK AND ACT CALMLY IN EMERGENCY
SITUATIONS AND TO OBTAIN ACCURATE AND COMPLETE
INFORMATION FROM CALLERS WHO MAY BE UNDER CONSIDERABLE
STRESS, PANICKY, OR INCOHERENT DUE TO EMERGENCY
CONDITIONS.

THE ABILITY TO SPEAK CLEARLY AND CONCISELY IN A WELL
MODULATED VOICE, GOOD DICTATION, AND BE ABLE TO FOLLOW
COMPLEX ORAL AND WRITTEN INSTRUCTIONS AND PROCEDURES.

THE ABILITY TO WORK UNDER STRESSFUL CONDITIONS FOR
EXTENDED PERIODS OF TIME.

EFFECTIVELY COMMUNICATE WITH PEOPLE; INCLUDING
JUVENILES.

THE ABILITY TO RUN COMPUTERS AND LEARN MULTIPLE
COMPUTER OPERATING SYSTEMS.

BE ABLE TO SORT, STACK, AND FILE PAPERS AND DOCUMENTS.

BE ABLE TO HEAR VOICE CONVERSATIONS AND COMMUNICATE
OVER THE TELEPHONE.

THE ABILITY TO SPEAK ON THE TELEPHONE SO AS TO BE
EASILY UNDERSTOOD.



1v.

11.

12.

13.

14.

15.

16.

MUST BE ABLE TO MAINTAIN THE CONFIDENTIALITY OF THE
INFORMATION HE/SHE 1S EXPOSED TO WHILE PERFORMING
HIS/HER DUTIES.

MUST BE ABLE TO OPERATE A VARIETY OF ELECTRONIC
EQUIPMENT.

MUST BE ABLE TO CONTROL HIS/HER EMOTIONS AND BIASES
WHILE FULFILLING HIS/HER DUTIES.

MUST BE ABLE TO DEAL WITH PEOPLE WHO ARE UPSET AND
ANGRY, AND FROM DIVERSE CULTURAL, SICIO-ECONOMIC,
ETHNIC, RACIAL, AND SEXUAL BACKGROUNDS.

MUST BE ABLE TO WORK IN A CLOSE PROXIMITY WORK
ENVIRONMENT WITH OTHER WORKERS.

MUST BE ABLE TO WORK A VARIETY OF SHIFTS, WHICH WILL
INCLUDE NIGHTS, AFTERNOONS, AND DAYS; INCLUDING,
WEEKENDS AND HOLIDAYS.

EXAMPLES OF DUTIES

1.

10.

RECEIVES CALLS VIA THE EMERGENCY ENHANCED 911 PHONE
SYSTEM AND NON EMERGENCY LAW ENFORCEMENT TELEPHONE
SYSTEM.

SCREENS AND REFERS CALLS TO THE PROPER CITY, COUNTY,
STATE AGENCIES.

OBTAINS INFORMATION FROM CALLERS REGARDING EMERGENCY

SERVICES REQUESTS INCLUDING FIRES, MEDICAL EMERGENCIES,

AND LAW ENFORCEMENT RELATED EMERGENCIES.

DISPATCHES APPROPRIATE EMERGENCY SERVICES EQUIPMENT

AND PERSONNEL WITHIN BUFFALO COUNTY AND THE COMMUNITIES

LOCATED WITHIN BUFFALO COUNTY.

MAINTAINS RECORDS REGARDING THE TIME, LOCATION, AND
NATURE OF EACH DISPATCHED CALL.

MAINTAINS THE STATUS OF ALL WORKING UNITS AS TO THEIR
IN AND OUT OF SERVICE TIMES.

MAINTAINS THE STATUS OF OFFICERS AND THEIR WELFARE
THROUGH PROPER COMMUNICATIONS.

MAINTAINS THE STATION LOGGING EQUIPMENT INSURING THAT
ALL TELEPHONE CALLS AND ALL RADIO CALLS ARE RECORDED.

OPERATES TELETYPE TERMINALS WITHIN THE NEBRASKA AND
NATIONAL LAW ENFORCEMENT NETWORK INCLUDING THE
NCIC/NCIS NETWORKS.

MAINTAINS RECORDS OF ALL TELETYPE TRANSACTIONS AND
INSURES THAT NCIC/NCIS PROTOCOL IS ADHERED TO AT ALL
TIMES REGARDING THE SECURITY OF TERMINAL EQUIPMENT,
RECORDS, AND DISSEMINATION OF INFORMATION.



VI.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

1.

2.

10.

KNOW THE PHILOSOPHY OF THE BUFFALO COUNTY SHERIFF®S
DEPARTMENT .

KNOW THE OBJECTIVES OF THE BUFFALO COUNTY SHERIFF®S
DEPARTMENT .

HAVE COMPLETE KNOWLEDGE OF THE POLICIES AND PROCEDURES
GOVERNING THE BUFFALO COUNTY SHERIFF®"S DEPARTMENT.

CONTINUE EDUCATION TO MAINTAIN AN UP-TO-DATE

KNOWLEDGE OF CURRENT TRENDS AND DEVELOPMENTS IN LAW
ENFORCEMENT RECORDS.

MAINTAIN PROPER COMMUNICATION WITH ALL PERSONNEL AND IN
DOING SO, INSURE THAT A WORKING RELATIONSHIP 1S MAIN-
TAINED AT ALL TIMES.

MAINTAIN TWO-WAY COMMUNICATION WITH OTHER DEPARTMENTS.
FOSTER GOOD PUBLIC RELATIONS WITHIN THE COMMUNITY.

WILL HAVE A THOROUGH KNOWLEDGE OF FEDERAL, STATE,
COUNTY, AND CITY RESOLUTIONS.

MAINTAINS PROPER COMMUNICATIONS WITH ALL OTHER JUDICIAL
SYSTEM DEPARTMENTS.

MUST COMPLETE ALL TRAINING REQUIRED AS PRESCRIBED BY
STATE STATUTE AND DEPARTMENT GUIDELINES.

QUALIFICATIONS

1.

2.

4.

AGE OF 21 YEARS OR OLDER.

HIGH SCHOOL GRADUATE OR GED.

NO FELONY OR SERIOUS MISDEMEANOR CONVICTIONS.

SPECIAL REQUIREMENTS

MUST BE OF GOOD MORAL CHARACTER.
MUST TAKE AND PASS A DRUG SCREEN.

MUST BE ABLE TO READ WRITE AND UNDERSTAND THE ENGLISH
LANGUAGE .

MUST SUCCESSFULLY PASS THE TELECOMMUNICATOR COURSE
AT THE NEBRASKA LAW ENFORCEMENT TRAINING CENTER.

MUST BECOME CERTIFIED BY THE NEBRASKA STATE PATROL

TO OPERATE TELETYPE EQUIPMENT IN CONJUNCTION WITH THE
NCIC/NCIS TELETYPE NETWORK WITHIN THE FIRST YEAR OF
EMPLOYMENT .



